page 1 of 2

DEPARTMENTAL RECORDS CLERK

(Competitive Class)

DI STI NGUI SHI NG FEATURES OF THE CLASS

This class conprises clerical positions in the police
departnment, the min duties of which are receiving and
mai nt ai ni ng departnmental records. Enployees of this class type
and file records and reports, screen callers to the departnent,
operate office machines, and prepare sinple reports from
information collected fromthe files. The departnental records
cl erk operates i ndependently under general instructions fromthe
sergeant on duty who is the i medi ate supervi sor for this class.

EXAMPLES OF WORK

Exanples listed below are illustrative only. They are not
intended to include all duties which may be assigned, neither
are they intended to exclude other duties which nmay be | ogqical
assignnents to this class.

Recei ves departnment records and reports and checks them for
conpl et eness, accuracy, and conformty to est abl i shed
pr ocedur es; finds errors in records and reports and either
corrects themor returns them for correction;

Files records and reports (al phabetically, nunmeri cal |l vy,
chronol ogi cally, geographically).

Types nmenoranda, records, reports, forms, letters; proofreads
all typed material; mails or distributes typed materi al;

Answers the tel ephone, gives out routine information, screens
call ers according to instructions from superiors, or routes the
calls to the correct person or division;

Operates of fice machi nes such as typewiters, copying machines,
t el ephone switchboard, addi ng nachi nes, conputers;

Makes entries of routine information in department information
files; pulls information fromfiles when needed or requested;

Gathers data fromfiles for use in preparing reports or prepares
reports frominformation collected fromfiles;

Opens, sorts, and distributes nmail

Revi ses department filing system when required; devel ops new
procedures for office functions when necessary;

Wites letters in answer to requests received; keeps records of
petty cash di spersed;
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May al so nake and cancel appointnents for superiors and post
of fice expenditures in |edgers;

In certain assignments, may supervise unclassified file clerks
on occasi on.

Perfornms related work as assigned.
QUALI FI CATI ON REQUI REMENTS

Unl ess ot herwi se specified, all requirenments nust be net before
adm ssion to exam nation.

Must neet all requirenents of the Miunicipal Fire and Police
Civil Service Law, including being a citizen of the United
St ates and passing a civil service exam nation for the position.

Must have a high school diploma or a valid certificate of
equi val ency issued by a state departnment of educati on.

Must pass a standard typing test denonstrating the skill and
ability to type a mnimm of forty (40) words per mnute
accurately.

Bef ore enpl oynent, nust pass a nedical exam nation approved by
the civil service board to certify good health and physica
abilities sufficient for the performance of the duties of the
position, must pass a Psychol ogi cal Stress Eval uat or
exam nation, and nmust submit to a background investigation.
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